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RECORDS RETENTION AND DISPOSAL SCHEDULE 
N o . C - 6 4 6 

Page 
No. 

Agency 
St. Mary's County 

Division 
Office on Aging - RSVP/Volunteerism 

Item 
No. Description Retention 

Administrative Files 

Printed materials—county policies, conference 
information, correspondence, telephone log, and 
other material related to the functioning of the 
office. 

Administrative - Budget 

Internal files relating to office fiscal activities 
These files are primarily the project director's 
backup and reference files with record/official 
copies kept by Office on Aging's fiscal office 
and the County's fiscal office. 

Hour Sheets-Monthly Reports 

Monthly report forms for each station listing each 
volunteer and hours worked during month. 
Information is summarized monthly and quarterly. 

Transportation Reports 

Monthly file for transportation information. 
Contains copies of Transportation Division's 
Drivers records which are used to identify RSVP 
volunteers using Office on Aging transportation to 
travel to stations. Cost reimbursement to County 
is figured on these records. Quarterly folders 
contain reports and reimbursement forms. 

Meal Budget Reports 

Monthly folders containing worksheets and quarterly 
folders with copies of reports, authorization of 
payment forms and signed meal sheet requests for 
each volunteer eligible for meals under grant. 

Retain in office 1 year 
or until administrative 
use is completed, then 
destroy. 

Retain current year and 1 
year prior in office, then 
destroy. 

Retain 3 years after annual 
audits completed. Retain-
in office current year and 
1 year prior, the transfer t 
County Records Center & Arch 
to be held 2 years, there­
after destroy. 

Retain for 3 years after 
annual audits completed. 
Retain in office current yea 
and 1 year prior, then trans= 
to County Records Center & 
Archives, to be held 2 years, 
thereafter destroy. 

Retain for 3 years after 
annual audits completed. 
Retain in office current yee 
and 1 year prior, then 
transfer to^County;Records 
C,enter':&'Archive's, to be held 
2vyears,>, thereafter destroy. 

Schedule approved by Department, 
Agency, or Division Representative 

Schedules, authorized^' by 

Title State Archivist 



RliCORDS RETIiNTLON AND DLSPOSAL SCIiliDULli 

( C o n t i n u a t i o n s h e e t ) 

No. C - 6 4 6 

Page 
No. 

Description Retention 

6 . 

7. 

8. 

10. 

11. 

12. 

Active Volunteer Files 

Folders for each of the active volunteers containing 
registration form and copies of assignments. Files 
are reviewed quarterly and inactive volunteers are 
transferred to Inactive File. 

Inactive/Dropped Volunteer Files 

Files for inactive and dropped volunteers containing 
original registration form. Inactive volunteers 
are those who temporarily cannot participate in the 
program; dropped volunteers are those who will not 
return to the program (moved, deceased). 

Station Folders - Active 

Files for each station (agencies and organizations, 
utilizing RSVP volunteers) containing memorandum of 
understanding (signed contract between station and 
area agency stating policies on meals, transportation 
and supervision), annual updates of memorandum, 
copies of job descriptions, and lists of volunteers. 

Station Folders - Inactive 

Files for stations currently without volunteers 
but retaining an interest in using volunteers and 
files for stations that have been dropped. Files 
contain memorandums of understanding and copies 
of job descriptions. 

Job Descriptions 

Folders containing copies of job descriptions by 
station. These are copies of the descriptions 
housed in the stations folders. 

Forms 

Blank forms for monthly reports —transportation, 
meals, master job description file. 

Reference Materials 

Retain in office. Transfer 
to Inactive files when 
appropriate.-(see item 7). 

Retain Inactive until droppe 
Transfer Dropped files to 
County Records Center and 
Archives after annual report 
completed, to be held 3 year 
thereafter destroy. 

Retain in office. Transfer 
in inactive file when 
appropriate.(see item 9). 

Retain Inactive in office 
until dropped. Transfer 
Dropped files to County 
Records Center and Archives 
after annual report complete 
to be held 3 years and 
thereafter destroy. 

Retain until superceded> 
then destroy. 

Retain until superceded, 
then destpoy. 

ACTION manuals, workshop notes, and other printed 
materials related to the office. 

Retain until superceded. 

Destroy outdated materials. 



1 H^TKUCT 1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20704 

A G E N C Y RECORDS I N V E N T O R Y 
1 H^TKUCT 1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20704 PACE J_ OF (2-

""^B^DEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES A GROUP OP RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. RECORD SERIES TITLE 
Administrative Files 

EARLIEST YEAR/LATEST YEAR 
198ft TO 1989 

6. RECORD SERIES DESCRIPTION (BR,"",l-V DESCRIBE THE TYPES OP" INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Printed materials —county policies, conference information, correspondence, 
telephone log and other materials related to the functioning of the office. 

7. RECORD SERIES FORMAT(S) 
D LETTER SIZE ° MICROFILM 
^LEGAL SIZE • COMPUTER TAPE 
^^BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
O OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
° NUMERICAL 
O CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 

NUMBER 

xB FILE DRAWER(S) 
• MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
0 OTHER(SPEC1 FY) 

10. ANNUAL ACCUMULATION 
&XF1LE DRAWER(S) 

• 5 • MICROFILM REEL(S) 
KTOBFr D COMPUTER TAPE(S) 

• • OTHFB(RPFriFY) 
11. FILE IS USED 

D DAILY O WEEKLY MONTHLY 
12. FILE BECOMES INACTIVE AFTER 

EEL MONTH(S) a YEAR(S) 

13. CURRENT LOCATION(S) |BLDG.,FLOOR,ROOM J 
Garvey Center - RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
{IF YES, SPECIFY AGENCY OR OFFICE) 
• YES Ck NO 

IS. ACCESS RESTRICTIONS • YES £kNO 
(IF YES, CITE LAW(s) A REGULATION(S) 

16. AUDIT REQUIREMENTS 

NONE D STATE • FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YE8.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• YES X S NO 

18. RECOMMENDED RETENTION 

Retain in office 1 year or until 
administrative use is completed, 
then destroy. 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

8/22/89 

DCS 350-4 (REVISED 2/87) 



INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207S4 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207S4 PAGE J— OF / 2 — 

^FDEPARTMENT / AGENCY 
St. Mary's-County 

2. DIVISION 
Office on Aging 

S. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILED AMD USED AS A UNIT POR 
REFERENCE AS TELL AS RETENTION AND DISPOSITION P U R P O S g g •_ 

4. RECORD SERIES TITLE 

Administrative - Budget 
8. EARLIEST YEAR/LATEST YEAR 

1988 TO 1989 
8. RECORD SERIES DESCRIPTION J B R , , F l- Y DESCRIBE THE TYPES O P INPORMATION/DOCUMENTS/PORMS FOUND 

'IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Internal files relating to office fiscal activities. These forms are primarily the 
project director's backup and reference files with official files kept by the 
Office on Aging's fiscal office and the County's fiscal office. 

7. RECORD SERIES FORMAT(S) 

O LETTER SIZE D MICROFILM 

LEGAL SIZE ° COMPUTER TAPE 

) BOUND BOOK A FLOPPY DISK 

• AUDIO TAPE O VIDEO TAPE 

• OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

• ALPHABETICAL 

• NUMERICAL 

^ C H R O N O L O G I C A L 

O GEOGRAPHICAL 

D OTHER(SPECI FY) 

VOLUME 

NUMBER 

XH FILE DRAWER(S) 
H MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
• OTHER[SPECI FY) 

10. ANNUAL ACCUMULATION 
X B FILE DRAWER(S} 

1 • MICROFILM REEL(S] 
NUMBEH D COMPUTER TAPE(S) 

D OTHTP(RPFrlFY) 

ill FILE IS USED 
• DAILY • WEEKLY ^ M O N T H L Y 

12, FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Garvey Center- RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IP YES, SPECIFY /.OENCV OR OFFICE) 
jStYES • NO County Finance Office 

IS. ACCESS RESTRICTIONS • YES flcNO 
(IF YES, CITE LAS(s) A REOULATI ON(8) 

16. AUDIT REQUIREMENTS 

B^NONE D STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (Ir Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R c / S O F T W A R E ) 

D YES Hx NO 

I S . RECOMMENDED RETENTION 

Retain current year and 1 year prior in 
office, then destroy. ,. ••• 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I DATE 
8/22/89 

DCS 350-4 (REVISED 2/87) 



INSTRUCT IQMS --TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 

PAGE OF / 2--

DEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

S. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. RECORD SERIES TITLE 
Hour Sheets Monthly Reports 

8. EARLIEST YEAR/LATEST YEAR 
1980 TO 1989 

RECORD SERIES DESCRIPTION (BR,,TRI"V "ESCRIBE THE TYPES O F INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Monthly reports forms each station listing each volunteer and hours worked during 
month. Files are by month during fiscal year, then stored by station at year's 
end. Information on sheets is summarized monthly and quarterly. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE • MICROFILM 
XX LEGAL SIZE • COMPUTER TAPE 
|BOUND BOOK • FLOPPY DISK 

a AUDIO TAPE D VIDEO TAPE 
• OTHER(SPECIFYJ 

8. RECORD SERIES SEQUENCE 
ALPHABETICAL 

• NUMERICAL 
O CHRONOLOGICAL. 
O GEOGRAPHICAL 
D OTHER(SPECI FY) 

9. VOLUME 

3 
NUMBER 

SKFILE DRAWER(S) 
• MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
O OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
^FILE DRAWER ( S) 
O MICROFILM REEL(S) 

NUMBET* 0 COMPUTER TAPE ( S ) 
• OTHFR(SPFriFY) 

I I FILE IS USED 
G DAILY Q WEEKLY *k MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Garvey Center — RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AGENCY OR OFFICE) 
• YES NO 

IS. ACCESS RESTRICTIONS • YES tktiO 
(IF YES, CITE LAW(s) ft REGULATION̂ } 

16. AUDIT REQUIREMENTS 
D NONE • STATE 5k FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• YES EJX NO 
18. RECOMMENDED RETENTION 
Retain 3 years after annual audits completed. 
Retain in office current year and 1 year 
prior, then transfer to County Records 
Center and Archives. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
8/22/89 

DCS 950-4 (REVISED 2/87) 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP. MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP. MARYLAND 20794 PAGE ¥ OF / 2^ 
.BOB, 
P̂DEFARTMENT/ACENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

S. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES-A OROU* ° R " " L A T E D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

. RECORD SERIES TITLE 
Transportation Reports 

8. EARLIEST YEAR/LATEST YEAR 
1983 TO 1989 

! 8. RECORD SERIES DESCRIPTION J B R M R R U Y D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 

•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Monthly file for transporation information. Contains copies of Transportation division.'s 
driver's records which are used to identify RSVP volunteers using Office on Aign 
transportation to travel to stations. Cost reimbursement to County by RSVP grant 
is figured on these records. Quarterly foldeis contain copies of reports and 
reimbursement forms. 

7. RECORD SERIES FORMAT{S) 
• LETTER SIZE O MICROFILM 
BXLEGAL SIZE ° COMPUTER TAPE 
|BOUND BOOK D FLOPPY DISK 

• AUDIO TAPE ° VIDEO TAPE 
a OTHER(SPEC 1FY) 

6. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
O NUMERICAL 
gxCHRONOLOGICAL 
° GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 
x S FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 O COMPUTER TAPE(S) 
N U M B E " • OTHER{SPEC I FY) 

10. ANNUAL ACCUMULATION 
FILE DRAWER( S ) 

6" 0 MICROFILM REEL(S) 
NUMBER ° COMPUTER TAPE(S) 

• QTHFP(RPFrlFY] 

FILE IS USED 
E DAILY D WEEKLY HXMONTHLY 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Garvey Center - RSVP Office 

12. FILE BECOMES INACTIVE AFTER 
2 n MONTH( S) 3 B Y E A R ( S ] 

14, IS RECORD SERIES DUPLICATED ELSEWHERET 
( I P Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
• YES i3xNO 

15. ACCESS RESTRICTIONS • YES XB̂ NO 
( I F Y E S , C I T E L A B ( b ) & RBOULAT1ON(S) 

16. AUDIT REQUIREMENTS 
0 NONE • STATE EXFEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IP Y E S . E X P L A I N 
B R I E F L Y A K D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES ttx NO 
IS. RECOMMENDED RETENTION 

Retain for 3 years aft.er*"annual, aiidits are 
completed. Retain' in' office current 
year and 1 yeariprior, then transfer 
to County Recprds Center and Archives. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
A 
8/22?89 

DGS 550-4 (REVISED 2/67) 



IMbTHUCTIONS- - TYPE OR PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880-1) 

DEPARTMENT OF GENERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
727S WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PACE _ T or / 

FARTMENT/AGENCY 
St. Mary's. County 

2. DIVISION 
Office on Aging 

1. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES-* O R O U P °r «*l~ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Meal Budget Reports 

8. EARLIEST YEAR/LATEST YEAR 
1988 TO 1989 

6. RECORD SERIES DESCRIPTION ( B R'BFLY DESCRIBE THE TYPES OP INFORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Monthly folders containing worksheets and quarterly folders with copies of reports, 
authorization of payment and signed meal sheet requests for each volunteer eligible 
for meals under grant. 

7. RECORD SER1ES FORMAT(8 J 6. RECORD SERIES SEQUENCE 9. VOLUME 
O LETTER SIZE D 
S54LEGAL SIZE • 

MICROFILM 
COMPUTER TAPE 

• ALPHABETICAL 
• NUMERICAL 

^ FILE DRAWER(S) 
n 0 MICROFILM REEL(S) 

6 • COMPUTER TAPE(S1 
NUMBER q OTHER;SPEC!FY] ^^BOUND BOOK • FLOPPY DISK xS CHRONOLOGICAL 

^ FILE DRAWER(S) 
n 0 MICROFILM REEL(S) 

6 • COMPUTER TAPE(S1 
NUMBER q OTHER;SPEC!FY] 

AUDIO TAPE Q VIDEO TAPE Q GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
0 OTHER(SPEC 1FY D OTHER(SPECIFY) $*FILE DRAWER!S) 

4" • MICROFILM REEL(S) 

• O T H F R / RPrr l try ) 
11 FILE IS USED 

8 DAILY 0 WEEKLY D MONTHLY 
12 FILE BECOMES INACTIVE AFTER 
faff °"°"™̂  * x Y E A R ( s l 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Garvey Center - RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
('IF YES, SPECIFY /.OENCY OR OFFICE) 
• YES ficNO 

IS. ACCESS RESTRICTIONS • YES g^NO 
(IF YES, CITE LAS(s) A RBOULATION(S) 

16. AUDIT REQUIREMENTS 
D NONE D STATE BxFEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

Q YES NO 

18. RECOMMENDED RETENTION 
Retain for 3 years after annual audits 
completed. Retain in office current year 
and 1 year prior, then transfer to County 
Records Center & Archives. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

2 0. TELEPHONE NUMBER 
(301) 475-7844 

| 2 I . DATE 
8/22/89 

DCS S80-4 (REVISED 2/87) 



IHbTKUCTI QMS - - TYPE OH PHI NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880 -1 ) 
^P^FARTMENT/AGENCY 
St. Mary's County 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 84 
2. DIVISION 

Office on Aging 

A G E N C Y R E C O R D S I N V E N T O R Y 

PACE 
UNIT 

RSVP/Volunteerism 
DEFINITION-RECORD SERIES-* O R O U * ° R «""-*TED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 

M F E R E N C E AS WELL AW RETENTION AND DI BROS IT I ON PURPOSES 

4. RECORD SERIES TITLE 
Active Volunteer File 

5. EARLIEST YEAR/LATEST YEAR 
Active TO 

g _ RECORD SERIES DESCRIPTION J B ," , T'' I U Y DESCRIBE THE TYRES O F IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 

Folders on each of the active volunteers containing registration form and copies 
of assignments. Files are reviewed e\£ry quarter and those volunteers who have become 
•inactive or dropped are transferred. Work files of new volunteers and contacts 
housed with active file. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE 0 MICROFILM 
HxLEOAL SIZE a COMPUTER TAPE 

j&BOUND BOOK ° FLOPPY DISK 
AUDIO TAPE a VIDEO TAPE 

• OTHER( SPEC 1 FY) 

8. RECORD SERIES SEQUENCE 
ALPHABETICAL 

• NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
0 OTHER(SPECIFY) 

9. VOLUME 
^ FILE DRAWER(S) 
0 MICROFILM REEL(S) 
• COMPUTER TAPE|S) 

NUMBER p Q-fHER[ SPEC 1 FY ) 

10. ANNUAL ACCUMULATION 
X5EFFILE DRAWER(S) 

5" O MICROFILM REEL(S) 

0 QTHFR/RPFriFVl 

n ' FILE IS USED 
•ihOAILY 0 WEEKLY • MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
rwvLr D M O F M « S ) **VEAR(S, 

13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM J 
Garvey Center-RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OENCY OR OFFICE) 
D YES NO 

15. ACCESS RESTRICTIONS B YES • NO 
(IF YES, CITE LAW(s) A REOULAT1 ON ( S ) ACTION 

regulations call for staff access only 

16. AUDIT REQUIREMENTS 

• NONE a STATE >D: FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• YES NO 

18. RECOMMENDED RETENTION 
Retain in office. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
8/22/89 

DCS 850-4 (REVISED 2/87) 



INSTRUCTI QMS• - TYPE OH PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GLLNERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 
3EPARTMENT /AGENCY 

St. Mary's County 
2. DIVISION 

Office on Aging 
UNIT 

RSVP/Volunteerism 

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Inactive/Dropped Volunteer File 

8. EARLIEST YEAR/LATEST YEAR 
Inactive TO 

8. RECORD SERIES DESCRIPTION (*R'ERUV DESCRIBE TNE TYPES OP INFORMAT I ON/DOCUMENTS/ FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES] 

Files for inactive and dropped volunteers filed by names of individuals. Files 
contain original registration form. Inactive volunteers are those who temporarily 
cannot participate in the program. Dropped files are those volunteers no longer 
with the program. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE • MICROFILM 
BXLEGAL SIZE • COMPUTER TAPE 
BOUND BOOK • FLOPPY DISK 

^ 3 AUDIO TAPE D VIDEO TAPE 
0 OTHER(SPEC 1 FY} 

8. RECORD SERIES SEQUENCE 
RXALPHABET1CAL 
O NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

9. VOLUME 
XCS FILE DRAWER( S ) 
0 MICROFILM REEL(S) 

,1 • COMPUTER TAPE(S1 
NUMBER Q oTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
^ FILE DRAWER(S) 

2" 0 MICROFILM REEL(S) 
NUMBER D COMPUTER TAPE(S) 

• nrwPB/RPrrirv\ 
1 1 • FILE IS USED 

• DAILY 0 WEEKLY xR MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

Jnmr ° MCNTH(S) ^YEAR(S) 
13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 
Garvey Center - RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IP YES, SPECIFY /.OfNCY OR OFFICE) 
• YES fiXNO 

15. ACCESS RESTRICTIONS St YES D NO 
(IF YES, CITE LAW(s) A REOULAT1 ON ( S ) ACTION 

regulations call for access by staff only 

16. AUDIT REQUIREMENTS 
D NONE • STATE xg FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE J 

• YES 2& NO 

18. RECOMMENDED RETENTION 
Retain 3 years afteJr.-par-ti"c'ipant"'dxbpp!ed. 
Transfer to County REcords* Center'^and -
Archives after annual report completed: 

* 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 
21 . DATE { 

'8/2-2/89 

DGS 580-4 (REVISED 2/87) 



INSTRUCT 1 QMS- - T Y P E OR P R I N T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS B80-1) 

DEPARTMENT OF CUNERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
727S WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 QMS- - T Y P E OR P R I N T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS B80-1) 

DEPARTMENT OF CUNERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
727S WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 PAGE 'iT OF / ̂ -

jJkaEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Station Folders - Active 

8. EARLIEST YEAR/LATEST YEAR 
Active TO 

8. RECORD SERIES DESCRIPTION ('"RUY DEBCRI SB THE TYPES O P INFORMAT ION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Files for each station (agencies and organizations utilizing RSVP volunteers) 
containing memorandum of understanding (signed contract between station and area 
agency stating policies on meals, transportation and supervision), annual updates of 
memorandum, copies of individual job descriptions, and lists of volunteers. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE O MICROFILM 

! gxl-EGAL SIZE D COMPUTER TAPE 
^^BOUND BOOK ° FLOPPY DISK 
C AUDIO TAPE D VIDEO TAPE 
O OTHER(SPECIFYJ 

8. RECORD SERIES SEQUENCE 
ALPHABETICAL 

• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

9. VOLUME 
XXSt FILE DRAWER ( S ) 
• MICROFILM REEL(S) 

. ,5 • COMPUTER TAPE 1 S ) 
NUMBER Q OTHER(SPEC I FY) 

10. ANNUAL ACCUMULAT1ON 
XXa F | L E DRAWER ( S ) 

2 0 MICROFILM REEL(S) 
NUllBgH 0 COMPUTER TAPE ( S ) 

D QTHPR/fiPFrllTYl 

1 1 1 ' FILE IS USED 
O DAILY ^WEEKLY • MONTHLY 

1 2 ' FILE BECOMES INACTIVE AFTER 
» D M O ™ ( S 1 ^VEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Garvey Center - RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY AOENCY OR OFFICE) 
D YES B NO 

15. ACCESS RESTRICTIONS O YES §h*IO 
(IF YES, CITE LAW(s) * REOULAT1ON(S) 

16. AUDIT REQUIREMENTS 

D NONE D STATE SxFEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( |p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE) 

• YES TO NO 

18. RECOMMENDED RETENT 1 ON 

Retain in office, transfer to Inactive 
files when appropriate. 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

8/22/89 

DGS 550-4 (REVISED 2/87) 



IHS.TKUCT 1 QMS - - T Y P E OH P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS BSO-t) 

DEFARTMENT OF GENERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
IHS.TKUCT 1 QMS - - T Y P E OH P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS BSO-t) 

DEFARTMENT OF GENERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 PAGE 4 OF Z 7 ^ 

^^DEFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

1. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES-A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Station Files - Inactive 

8. EARLIEST YEAR/LATEST YEAR 
Inaaj.ive TO 

6. RECORD SERIES DESCRIPTION ( » R " " ' L - V D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Files for stations currently without volunteers but retaining an interest in using 
volunteers and files for stations that have been dropped. Files contain memorandum 
of. understanding and copies of job descriptions. One group of files contains information 
on stations created by previous director — most of this information is superceded by 
new files. 

7. RECORD SERIES FORMAT{S) 
O LETTER SIZE O MICROFILM 
BXLEGAL SIZE Q COMPUTER TAPE 

fBOUND BOOK O FLOPPY DISK 
AUDIO TAPE O VIDEO TAPE 

0 OTHER(SPEC I FY) 

RECORD SERIES SEQUENCE 
5ALPHABET ICAL 
O NUMERICAL 
• CHRONOLOGICAL. 
Q GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 
t̂S FILE DRAWER( S ) 
• MICROFILM REEL(S[ 

•5 Q COMPUTER TAPE(S) 
N U M B K * • OTHER!SPEC I FY) 

10. ANNUAL ACCUMULATION 
XXBtFILE DRAWER! S) 

1" • MICROFILM REEL(S] 
NbilBgR D COMPUTER TAPE ( S ) 

• QTHFB[SPFflFY) 

I II FILE IS USED 
• DAILY Q WEEKLY SXMONTHLY 

12, FILE BECOMES INACTIVE AFTER 
2 a MONTH! s) j S YEAR( S ; 

NUME IBEW 
IS. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Garvey Center - RSVP Office 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE T 
{|F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
Q YES SXNQ 

15. ACCESS RESTRICTIONS • YES XH NO 
( I F Y E S , C I T E LAW(s) A R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 
D NONE • STATE SxFEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( \r Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D S A R E / S O F T W A R E ) 

• YES # x NO 

I 6. RECOMMENDED RETENTI ON 
. . . . . - T - ^ . ' • - > • > • 

Retain 3 years aft'e'r "station dropped'j 
Transfer to County. Records" Center &Archives 
after annual reporf is completed. 

^PTNAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE .... :. . 
V ' 8/ill89" 

DCS 550-4 (REVISED 2/87) 



INSTRUCT I QMS- - TYPE OR PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880-I) 

DEPARTMENT OF GUNERAL SERV ICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

a ML? 
A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE JO OF /2^-

^^DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
RSVP/Voluteerism 

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Job Descriptions 

8. EARLIEST YEAR/LATEST YEAR 
Active TO Inactive 

6. RECORD SERIES DESCRIPTION (BR""'l-Y DESCRIBE THE TYPES OP IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Folders containing copies of job descriptions by station. These are copies of the 
descriptions housed in the Stations folders. 

7. RECORD SERIES FORMAT( S) 
O LETTER SIZE O MICROFILM 
LEGAL SIZE • COMPUTER TAPE 

#BOUND BOOK • FLOPPY DISK 
AUDIO TAPE Q VIDEO TAPE 

D OTHER(SPEC 1 FY) 

6. RECORD SERIES SEQUENCE 
ALPHABETICAL 

O NUMERICAL 
O CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY) 

VOLUME 

NUM BE? 

x8 PILE DRAWER(S) 
O MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
D OTHER( SPEC I FY) 

10. ANNUAL ACCUMULATION 
BXFILE DRAWER!S) 
O MICROFILM REEL(S) 1" 

NTJUBETT D COMPUTER TAPE(S) 

1 1 ' FILE IS USED 
• DAILY 0 WEEKLY BIMONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Garvey Center-RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(iF YES, SPECIFY /.OEKCY OR OFFICE) 
• YES 0XNO 

15. ACCESS RESTRICTIONS • YES BxNO 
(IF YES, CITE LAw(s) & RBOULAT1 ON(S) 

16. AUDIT REQUIREMENTS 

ilk NONE O STATE • FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE ) 

D YES Sx NO 

18. RECOMMENDED RETENTION 
Retain until superceded. 

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE 
Jan Blodgett/County Archivist (301) 475-7844 8/22/89 

DGS 580-4 (REVISED 2/87) 



I N S T R U C T I O N S - - TYPE OH PHINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 580 -1 ) 

DEPARTMENT OF CUNERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20784 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE // OF / 2^ 

FARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

UNIT 
RSVP/Voluteerism 

DEFINITION-RECORD SERIES-* O R O U F 0 r ««LATEO RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND PI EPOS IT ION PURPOSES 

4. RECORD SERIES TITLE 
Forms 

8. EARLIEST YEAR/LATEST YEAR 
TO 

6. RECORD SERIES DESCRIPTION (•R,,'ruV DESCRIBE THE TYPES OP INFORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Blank forms for monthly reports —transportation, meals, master job descriptions, etc. 

7. RECORD SERIES FORMAT(S) 6. RECORD SERIES SEQUENCE 9. VOLUME 
0 LETTER SIZE 0 MICROFILM 

BXLEGAL SIZE D COMPUTER TAPE 
BXALPHABET1CAL 

D NUMERICAL 

SxFILE DRAWER(S) 
O MICROFILM REEL(S) 

1 Q COMPUTER TAPE(S) 
NUMBER p QTHER[SPEC 1 FY) BOUND BOOK O FLOPPY DISK D CHRONOLOGICAL 

SxFILE DRAWER(S) 
O MICROFILM REEL(S) 

1 Q COMPUTER TAPE(S) 
NUMBER p QTHER[SPEC 1 FY) 

^ AUDIO TAPE Q VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
Q OTHER(SPECIFY) 0 OTHER(SPECIFY) FILE DRAWER(S) 

6 " ° MICROFILM REEL(S) 
ITOTSET D COMPUTER TAPE(S) 

• OTWFR(RPFrirY) 

ITOTSET D COMPUTER TAPE(S) 
• OTWFR(RPFrirY) 

I 11 FILE IS USED 
• DAILY O WEEKLY BIMONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

IS. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 

Garvey Center-RSVP office 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

{lF YES, SPECIFY /.OENCY OR OFFICE) 
• Y E S BKNO 

15. ACCESS RESTRICTIONS • YES QXNO 
(IF YES, CITE LAW(s) A REOULATION(S) 

16. AUDIT REQUIREMENTS 

jPxNONE D STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
B F . I E F L Y A N D D E S C R I B E A N Y H A R O B A R E / S O F T W A R E ) 

D YES X* NO 

I 8. RECOMMENDED RETENTI ON 

Retain until superceded. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

|2 I . DATE 
8/22/89 

DGS 550-4 (REVISED 2/87) 



IMbTHUCTI QMS - - TYPE OH PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 580 -I ) 

DEPARTMENT OF GENERAL S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

P.O. BOX 275 
JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PACE OF / 

CFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
RSVP/Volunteerism 

DEFINITION-RECORD SERIES-* OROUP °r «W«-ATEO RECORDS NORMALLY RILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Reference Material 

5. EARLIEST YEAR/LATEST YEAR 
Acpive TO Inactive 

8. RECORD SERIES DESCRIPTION (BR,KRI-V D M C R I B E THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

ACTION manuals, workshop notes and other printed material related to the office. 

7. RECORD SERIES FORMAT{S) 
• LETTER SIZE D MICROFILM 
LEGAL SIZE • COMPUTER TAPE 

fBOUND BOOK O FLOPPY DISK 
AUDIO TAPE a VIDEO TAPE 

• OTHER{SPEC I FY) 

6. RECORD SERIES SEQUENCE 
BxALPHABETICAL 
• NUMERICAL 
O CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY) 

VOLUME 

1 
NUMBER 

BXFILE DRAWER(S) 
O MICROFILM REEL(S] 
D COMPUTER TAPE(S) 
• OTHER( SPEC I FY) 

10. ANNUAL ACCUMULATION 
B ^ I L E DRAWER(S) 

4 „ • MICROFILM REEL(S) 
RTJTOET D COMPUTER TAPE ( S ) 

O ftTHPR(RPPrlFV) 

l It FILE IS USED 
D DAILY qhJSEEKLY O MONTHLY 

12 FILE BECOMES INACTIVE AFTER 
KTJTcfggy Q MONTH( 3) ™ YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Garvey Center -RSVP office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY AOENCY OR OFFICE) 
O YES SkNO 

15. ACCESS RESTRICTIONS • YES x 8 NO 
(IF YES, CITE LAW(s) & RBOULATION(S) 

16. AUDIT REQUIREMENTS 
}£k NONE • STATE D FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|r YES•E>7LAIN 
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE) 

Q YES XS NO 

IB. RECOMMENDED RETENTION 

Retain until supreceded. Transfer from 
files to notebooks. 

•V NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE :, 

8/22/89 

DCS 550-4 (REVISED 2/87) 


